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Chapter 1: Introduction

The purpose of this guide is to serve as a resource for all concerned individuals regarding their roldgiimgsatis
traveler debt. It describethe responsibilities of travelers, Authorizing Officials (AOs), and Debt Management
Monitors (DMMs), and explains the roles of the Defense Travel System (DTS), DoD offices, and financial systems.

This manual provides guidanfie all Components; however, yoaustuse itin conjunction with local business
rules that outline the organizatiy Qa o6dzaAy Saa LINRPOS&aa 2dziaARS 5¢{ @

A travetrelated debt results when one of the following occurs:

1 The traveler received an advance and then cancelled the trip

I The total previous payments (i.e., travel advances, scheduled partial payments [SPPs], enus prev
vouchers or local vouchers) exceed the actual reimbursable expenses.

1 A postpayment review (PRR) determines that the paid voucher contains an unauthorized expense that
the Government must recover.

The DTS Debt Management feature allows the monitooifipe debt situation, the collection process, and the
management of travel documents that are due to the United Stdbe$H UF Much of the Debt Management
process occurs automatically in DTS, but coordinating certain adtitinis the toolagainst thedebt and
recording the results of those actions is your responsibility.

Table 11 identifies the typical activities involved in the Debt Management process.

Table 11: Typical Debt Management Activities by Role

TYPICAL DEBT MANAGEMENT ACTIVITIES BY ROLE

Due Process
Clock

DTS Traveler AO

Screen alert Applies
(Figure 21). If SIGNEDor

1 signed by NDEA, NDEA applies
an email is sent T-ENTERED
to the traveler stamp)

Defense Travel Management Office 6 travel.dod.mil
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TYPICAL DEBT MANAGEMENT ACTIVITIES BY ROLE

Due Process
Clock

DTS Traveler AO

Screen alert

(Section 2.2 and
Figure 23)

Applies
APPROVED
stanp

If DUE USsends
adjusting
obligation and
A/R to
accounting
(Section 3.1.1)

When A/R is
created, emails
traveler, AO, &
DMM (Section

3.1.1)

AppliesDUE Informs
5 PROCESS traveler of
SERVEBtamp the debt
May request
waiver
(Section
5.3.1), make
Instructs payment,
6 g;‘x:sr on (Section 6.1),
or request
payroll
deduction
(Section 5.4)

Defense Travel Management Office 7 travel.dod.mil
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TYPICAL DEBT MANAGEMENT ACTIVITIES BY ROLE

If traveler
requests
waiver: Submits
waiver, makes
DTS entry,
awaits
response
(Section 5.3.1)

DTS Traveler

If traveler makes
payment:
Updatestrip
record, archives
if debt satisfied

Due Process
Clock

Stops if waiver
requested or
paid in full

Receives result
of waiver
request, makes
DTS entry
(Section
5.3.1.1)

Updates trip
record, archives
if paid in full

May request
appeal
(Section 5.3.2)

If traveler
requests an
appeal:

Submits appeal,
makes DTS
entry, awaits
response
(Section 5.3.2)

10

Receives result
of appeal
request, makes
DTS entry
(Section
5.3.2.1)

Updates trip
record, archives
if paid in full

11

Requests
payroll
deduction
when due
process clock
expires or at
traveler
request
(Section 5.4)

12

Receives result
of payroll
deducton
request, makes
DTS entry

Updates trip
record every
time a payment
is made, archives

a0
when paid in full

Starts if waiver
denied or
partially
approved. Stops
if appeal
requested or
debt satisfied

Starts if appeal
denied or
partially
approved. Stops
if debt satisfied

Defense Travel Management Office 8
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TYPICAL DEBT MANAGEMENT ACTIVITIES BY ROLE

If traveler is no
longer DoD
employee, the
out of service
(OOS) process

Due Process

DTS Traveler AO Clock

DTS
automatically
creates an
amendment to
the voucher and
adds

a! yoztt s
5So00¢ AY
amount of the

applies. debt as an
If debt is less expense to tie
than $225, amended
attempts to voucher
13 collect. If DTS sends an
cannot collect, encrypted email
selects OOS with the debt
Write Off information to
(Section 5.5.1) the OOS Office.
If debt is $225 The OOS Office
or more, receives the
requests OOS email and
Transfer, waits determines the
for response effective transfer
(Section 5.5.2) date. It then
notifies you via
email that the
debt transfer has
been accepted.
Receies result If written off,
14 of OOS request, Updates trip applies
makes DTS record, archives APPROVED
entry stamp

*The activities listed in TablelLare typical; however, your organization may follow different procedures. Check

g AlK

@ 2 dzNJ / 2 Yd detghBineiif ére abeasmecific DMM procedures for your organization.

**The Defense Intelligence Agency (DIA) follows unique debt management processes. All DIA DMMs should
check with the DIA Lead Defense Travel Administrator (LDTA) or Finance DefersAdmanistrator (FDTA)
for accurate guidance in processing traireurred debts.

Defense Travel Management Office 9
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Chapter 2: Roles in Debt Management

Debt Management, from identification of the debt through debt satisfaction and archiving, is a process involving
coordination and commnication among several individuals including:

1 Traveler
T AO
19 DMM

When certain actions take place or are required, DTS and other integrated systems automatically send emails to
the traveler, DMM, and other DTS users. For a complete list of these emailsed@€AManual, Appendix .E

2.1 Traveler

After TDYravel is complete, the traveler must create a voucher and update the estimated expenses that DTS
pulled from the authoization to reflect the actual expense amounts. If the actual expense amounts are less than
advances o6PPshe traveler received, DTS identifies the tripIE USn addition, if aPost Payment Review
(PPRYliscovergeimbursement forineligible expenss, the traveler must file an amended voucher to remove all
ineligible expenses from the document.

2.1.1 Recognizing a Debt Situation

When you look at a DTS voucher, you can identify a debt by sel&@tiagcial Summargn the Progress Bar
When theRevew Financial Summargcreen opens, look at the following two lines located in @redit
Summarysection:

Net to Traveler If this line reads $0.00, the Government does not owe the traveler any money. This line will
always read $0.00 in a debt situation.

Balance Due U3t there is any amount on this line other than $0.00, the traveler owes money to the
Government.

To assist in the debt management process, DTS keeps those two fields current by including collection, waiver,
and appeal amounts.

If a debt sitiation occurs, review the expenses to verify every reimbursable expense has been included. Adding a
missing reimbursable expense may prevent the debt or reduce the amount owed.

Whena traveler or NDEA sigaspotential DUE USoucher, DTS displays a screststingthe traveler will owe
money to the Governmenif the AO approves the voucher in its current state. When the AO approves the
voucher, if the balance due equal to or less than $10.0DTS creates an expense item instead of establishing
the amourt as a debt. No payment is due.

2.1.2 Travelerods I nitial Notification of Debt

When a traveler signs a voucher, tB@ital Signaturescreen displays Botification of Debt(Figure 21) if a
RSo60G arddza drazy SEAA&AGAD ¢ K hifal ngtficatiorfok theldébh Sejectiggbrfiai S a | a
and Continueaccepts thenatification and continues the signing process. The traveler will be in debt if the

Defense Travel Management Office 10 travel.dod.mil
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AO approves the document &s Selectingcanceketurns the traveler to the voucher to malkey necessary
adjustments.

NOTIFICATION OF DEBT

© This voucher, NDCHICAGOIL010219_V01-01, indicates a debt may be owed to the U.S5. Government if
approved as submitted.

If your voucher is approved with an amount owed to the Government, you will have 30 days from the date of
electronic notification to make payment or submit a request for waiver, remission or cancellation of the debt.

Contact your Debt Management Monitor to discuss or initiate a debt waiver. If a debt waiver is not
recorded in DTS within 30 days, action will automatically be taken to collect the debt via payroll
deduction.

Cancel Confirm and Continue

Figure2vY ¢ NJ @St SNR& LYyAGALIf b2GAFAOFGA2Y 2F ¢t

If a NonDTS Entry Agent (NDEA) creates and sigiidEaUSoucher, DTS sends an email to the traveler to
aSNBS |a GKS NI O 8dpbteninbidedt sitdation. | £ y20AFTAOF GA2Yy 2
When the AO approvesRUE USoucher, DTS:

1 Notifies the accounting system to decrease the reimbursement to the amount already paid to the

traveler, if necessary
T {SYyRad (GKS RA&AOdZNEAY3I aeaidSvYodolasdutolidtavelry G RdzS @
1 Applies theDUE UStamp to the voucher

2.1.3 Travelerds Second Notification of the Debt
After96K 2 dzZNR X 5¢{ &aSyRa |y AyAdAlLf | O02dzyia NBOSAQlIo6fS
debt. The following esnts occur:

1 The accounting system notifies DTS that the A/R has posted.

1 DTS emails the due process notification of debt to the traveler, AO, DMM, and the pay system.
Then thetravelerhas 30 days from thisotification to repay the dehtor request a hearig to contest the
validity, or amount of the debt, or the offset scheduler request a waiver t@ancel all or part of the deblf the
traveler does none of these things within 30 days, the DMM takes action to have the pay system automatically
deducttheRSo G FNRY GKS (NI @St SNRa& LI 20KSO1® {SOGA2ya pod
waiver, as well as the appeal process.

2.1.4 Trip is Cancelled After a Travel Advance or SPP is Paid

When atraveler receives an advance payment, but tiadees not occur thethe traveler must immediately
pay back the amount received.

The first step in repayment is for the traveler to submit a voucher in accordance with DTS cancellation
procedures, see thimformation paper Irip Cancellation Procedurdsthe traveleracquiredexpensesefore

Defense Travel Management Office 11 travel.dod.mil
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cancelling therip, they may use the voucher process to credit those expenses against thentktgduce the
amount that they owe to the Government.

If a traveler made reservations on the authorization, they must follow appatgcancellation procedures to
avoidincuring unnecessary ticketing fees or hotel charges, alagn reimbursement oéll fees and charges that

were unavoidable. If they used a centrally billed account (CBA) to purchase tickets on the authorization, the cost
of those tickets will not be included in the amount due to the Government.

When a debt results from the combination @trip cancellation and tiaveladvance or acheduled payment
the total debt amount is due immediately amdwaiver or appeal is not permissibtegardless of amount. In
DTS, if the traveler does not voluntarily pay the debt in full, the DMM may lregituntarily payroll deduction
actions 15 days after naotification of the debt for civilians, and 30 days after notification for military member
2.1.5 Traveler Debt is Identified After Payment

When travelrelated debt is identified after payment, the pregs shown below begins:

1. ¢KS 2NBFYATFGA2y O2yRdzOGAy3 GKS | dzRAG 2N NBOASE A
exists.

2. ¢KS 5aa AyailuNdHzia GGKS (0N @St SNJI 2N b59! (2 | YSYR
findings to establish th debt in DTS.

3. The traveler or NDEA amends the document and signs it to initiate routing to the AO for approval.
4. The AO approves the voucher amendment.
5. DTS provides the traveler, AO, and DMM with official notifications.

After approximately five days, theaveler receives a DIg&nerated email that provides options for repaying
the debt.

Note: Although any authorized organization may conduct a PPR, the Defense Finance and Accounting System

(DFAS) PPR is the most common. Travelers should direct any quésgtonsi K SANJ 2 NHIF yAT I GA2Yy Q

2.2 A0

The AO first learns of the potential debt situation when approving a voucher that has a negative balance. If a
potential debt situation exists, the AO may ask the traveler to review the expenses to verify that every
reimbursable expense has been included.

Adding a missing expense may prevent the debt from occurring.

If the amount of the debt is less than or equal to $10.00,Bgital Signaturescreen displays Hotification of
Debt (Figure 22) that indicates the debuwill not be collected.

Defense Travel Management Office 12 travel.dod.mil
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NOTIFICATION OF DEBT

© This voucher, NDCHICAGOIL010219_V01-01, indicates a balance due to the U.S. Government that is less
than or equal to $10.00.

Prior to completion of the approval process, this voucher will be automatically adjusted to include an expense
item to offset the debt. The traveler is not required to pay back the amount.

Cancel Confirm and Continue

Figure 22: Balance Due Government of Less Than or Equal to $10.00 Screen

When the AO selecSonfirm and ContinueDTS automatically adjusts the voucher by adding an expense item
(Debt under 10 Dollarsto offset the debt. The tnzeler is not required to pay back the amount.

If the amount of the debt exceeds $10.00, the AO selstification of Debt(Figure 23) indicating the need to
inform the traveler and the DMM about the debt.

NOTIFICATION OF DEBT

© This voucher indicates a Balance Due to the Government as a result of an excess travel payment.

AOs are required to contact the traveler to ensure that the traveler received the notification of the debt. Once
this has been completed, AOs are required to contact the Debt Management Monitor to have them update DTS
that this action has been accomplished.

| have personally notified the traveler of this debt.

Cancel Confirm and Continue

Figure 23: AO Notification of Debt Screen

Tomeet the due process requirements in tiioD Financial Management Requlation (0KNIR) Volume 16
the AO and DMM must verify that the traveler has received notification of the debt. Sgj&xtinfirm and
Continuecompletes the signing process. The AO should notify the traveler of the debt immediately.

Note: Collection actions that reduce the balance of an existing debt to less than $10.00 will not result in DTS
automatically closing the DTS record. A tlavevho originally owed the Government more than $10.00 is
required to pay back the full amount of the debt before the debt is considered satisfied.

2.3 DMM

InF O0O2NRIyOS gAGK GKS 5¢{ wS3dzA I GA2yAF I LI NI @BNI LK no
RSolG O2ftftSOGA2Yy LINRPOSaa Ay 5¢{ RdzS G2 2@SNLI eYSyid 2
*Authorized byDoDI 5154.31Volume3.

Debt Management (DMylentifies the process of monitoring and managing debt. DMMs use DTS to
communicate with the appropriate offices and systems to track the DM process for an organiltaiorot
necessary for a DMM to be located at each site,datth organization within DTS must have at least one DMM
assigned

2.3.1 Eligibility Requirements for DMMs

Defense Travel Management Office 13 travel.dod.mil
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Components must identify DMMs and decide whether to appoint them as Departmental Accountable Officials
(DAOQSs). If appointed &3A0s, DMMs should haaDD Form 57appointment as outlined irDoDFMR Volume
5, Chapter 5, paragraph 050401

DMMs must have permission level 6 and the Debt Management Monitor indicator ¥etda their DTS user

profile. This grants access to DTS Debt Managerhectionality. The DTA must also grant the DMM

organization access to allow them to run the Deb Management Report and group access so they can access the
documents of the travelers who are in debt.

2.3.2 Overview of Responsibilities for DMMs

The role of the DMM in the DM process is crucial to the accurate tracking, processing, and recording of all
actions related to traveler debt.

Below briefly liststie DMM duties and responsibilitiesith more detailsn Sectiorb:
1 Ensure that the traveler has been served due process or notification of the debt and has an opportunity
to repay the debt, generally within 30 days of receiving notice
Apply theDUE PROCESS SERAt&Dp to the document
Provide additional instructions tilve traveler on how to satisfy the debt
Monitor emails DTS generates as travelers, NDEAs, and the AQ@dJgd$locuments
Provide instructions on the waiver and appeal process
Maintain all records pertinent to the waiver and appeal process
Initiate payoll collection
Follow up with payroll administrators for payroll collections awaiting response or overdue
Enter approval or rejection of payroll deduction requests

Manually record any collections against the debt that do not flow back from the disbuagstgm

= =4 4 4 -4 -4 -4 A A -

Initiate an out of service (OOS) Debt Transfer Request report to DFAS Indianapolis for a debt owed by
an individual who no longer works for DoD, when the debt was rejected for collection by payroll, the
amount owed is $225 or greater, and the debuincollectible

1 Enter theOOS Write Offvhen the debt has been rejected foollectionby payroll, the amount owed is
less than $225, and the debt is uncollectible

Facilitate accomplishment of the PPR process to establish a debt
Use the Debt Management rept to monitor DTS travel debt

Follow all local business processes for DMM

Defense Travel Management Office 14 travel.dod.mil


https://comptroller.defense.gov/FMR/

Guide: Managing Trawéhcurred Debt November 08, 2022

Chapter 3: The Debt Management Process
The debt management process involves coordination and communication between automated systems, and
external offices, including the:

1 DefenseTravel System (DTS)

1 DoD offices and entities such as payroll offices and accounting systems (e.g., the Defense Finance
Accounting Service [DFAS])

3.1 DTS

When travelrelated debt occurs, DTS identifies the trip record&= USDTS notifies the traveleff the debt,
ages the debt according to established policy (see Section 2.3.3), and report the status of the debt as collectible.

For transactions that result in a traveler owing a debt to the Government, DTS:

1 Identifies theDUE USituation

1 Notifies the taveler of the debt

1 Establishes the A/R and updates it as necessary
1

Tracks and reports the status of the debt as it is processes through DTS. Actions outside of the system
will be shown on the report; however, specific data and statuses cannot be detetmiiieout
contacting the responsible party

Records collections to the travel record when received from the disbursing office
Allows a DMM to record waiver/appeal requests and responses

Allows a DMM to electronically request collection via payroll dedactio

= A4 A4 =

Allows a DMM to transfer an uncollectible debt for an out of service (OOS) member to the OOS Debt
Management Office

1 Sends the travel record to the DoD archives/Management Information System (MIS) after the debt is
satisfied

Note: If a DMM does nothaveaOSa a (i 2

GKS GNI @St SNDa 2NEHFYATIFGA2Yy X
5¢! L5 NB2SOG SYFAf FRRN

Baa FT2NI GKS (N @St SNDa 2NAI
3.1.1 Post-Approval Actions
When the AO approves a vouchmmtaininga debt, the actions indicated below occur:

1. DTS generates and sends an adjusting obligation to the accounting systems to decrease the obligation
to the amount previously disbursed, if necessary. See FiglireSgeps 1 and 2.

2. 5¢{ &aSyR& | ay2 LI &-doRedziettadraveér ko $haibursirg §yktent. See S NB
Figure 31, Steps 3 and 4.

3. A 96hour delay allows transactions to gioto accounting and disbursing.
4. DTS transmits an initial A/R to the accounting system to set up the debt. See Figuseep 5.

5. Upon receipt of the positive acknd@dgement from accountingystem the A/Rsuccessfullposted.
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(Figure 31, Step 6), DTS emails the due process notification of debt to the traveler, AO, DMM, and the
Central Disbursing System (CDS).

Posting the Accounts Receivable (A/R) to Accounting
Entity Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Document OBLIG POS ACK VOUCHER AR POS ACK
Status UBMITTED RECEIVED UBMITTED UBMITTED, RECEIVED
DTS Adjusting . AMR Sentto
Obligation POS ACK ws‘::]‘t'?:e' ‘;‘,g‘"r"f:e:tf Accounting POSACK
Sent to Received el 5 Z ym el (after 96 - Received
= Disbursing Received
Accounting hour delay)
Accounting Olélti]gta;?n A/R Posted
$0 Youcher
Dishursing Posted to
Disbursing

Figure 31: Posting the A/R to Accounting

The travelehas 30 days from the email notification to repay the debt or request a waiver of the debt before
initiating payroll deduction taollect the unpaid debtSection 5.3 provides details on the waiver and appeal
process.

If the traveler is repaying the debirdctly, they should include a copy of the notification email when submitting
the payment to the disbursing system.

6. DTS tracks thBUE USituation and reports it in the Debt Management report, as described in Section
4.1. Actions outside of the systeappear on the report; however, specific data and statuses cannot be
determined without contacting the responsible party.

The DMM Gatewayrovides the DMM thability to take action against the delidbMMs must apply th®UE
PROCESS SERHEInp before other ofions in the DMM Gateway become available. Application of the
DUE PROCESS SERf&Dp is not contingent upon the receipt of the positive acknowledgement of the
A/R.

Note: If aDUE USoucher contains multiple LOAs, the traveler will not receive a reindooest against one
LOA vhile being in debt on another. Aexampleis avoucher contaiingtwo LOAs. The traveler is in debt on
LOA 1, but is authorized reimbursement on LDAhe reimbursement from LQ2Athat would have gone to the
traveler insteadpaysagainst the indebted LOA, reducing the debt. Once DTS has transmitted the adjusting
obligations, settlement voucher, and A/R, DTS sends a final adjusting obligation f@@&dHEOA. The
system applies théotal amount due to the traveler against tHeUE US.OAs on a proportional basis.
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3.1.2 Adjustments Affecting an Established Debt

If the traveler amends BUE USoucher after the A/Ror the debt is setupand the amendment changes the
amount of the debt, DTS will send an adjusting A/R to the appatgpeccounting systems.

If the amended voucher creates an expense that the Government owes to the traveler, the actions indicated
below occur:

1. DTS sends an adjusting or canceling transaction to close out the A/R in the accounting system.

2. DTS sends a supptental obligation and a corresponding supplemental voucher to generate the
payment to the traveler

When a trip record indicates@QUE USituation, the trip record remains open until the debt has been satisfied
(i.e., paid, collected, waived, or writterifp DTS determines that a debt has been satisfied in one of several
ways:

1 DTS receives an automat@dvice ofCollection (AOG from the disbursing office that reduces the debt
to zero.

1 The DMM receivea noticethat awaiverappliesfor the full debt, andenters it against the document in
DTS.

1 An AOC or waiver/remission of debt is entered against the document in DTS which, when combined
with all previous AOCs and waivers, reduces the debt to zero.

If aDUE U&mount is waived after the establishment of théR, DTS generates a waiver of debt A/R
adjustment to the applicable accounting systems. The waiver may be full or partial, depending on the amount
approved (Figure-2).
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Adjustments to Established Debts

C Debt Action ) C Effect on the DTS Document )

Vi ™
N
If a $250 payroll collection is Then the debt is reduced by
made $250
L PARTIAL COLLECTION
J
NS S
P ™
)
If a $250 payment is sent Then the debt is reduced by
directly to disbursing or $250
through Pay.gov L PARTIAL COLLECTION
N >
Vi I
N
If a $250 waiver is approved Lbenthe de:;é(s) reduced by
L WAIVER REQ APPROVED
n]

NS S
4 B
If the debt is paid or waived i Then the debt is reduced to
full $0

DEBT SATISFIED
N »

Figure 32: Adjustments to Established Debts

3.1.3 Aging the Debt

When there is dbkt record,DTS tracks the number of days that the debt remains outstanding. Aging starts on
the day that the AO approves the document aas on the day theatisfied debtarchives. A DMM can view
the age of the debt via the Debt Management report and brebt Management Gateway.

3.1.4 Recording the Satisfied Debt

When the debt is satisfied, DTS records the event, closes the record, and sends it to the archive. The record will
be closed when an AOC satisfies the debt completely or if you receive and netidichtion that a waiver of
debt has been granted.

3.2 Other DoD Offices and Systems

525 2FFA0Sa SEGSNYIf (G2 GKS (NI @St SNRa 2NHIFYyATFGAZY
and resolution of traveincurred debt. DTS and the DMikteract with other DoD offices and financial systems,

such as DFAS and various payroll systems, to share information and ensure the accurate recording of
transactions.

The following sections explain the roles of other DoD offices and systems duringithes\stages of the Debt
Management process.
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3.2.1 Stage 1: Adjusting Obligations Transactions

When processing a regular voucher, the adjusting obligation changes the original obligation to match the
amount of the disbursement. However, when processiigl = USoucher, the adjusting obligation reduces the
outstanding obligation to zero.

In the first stage of the Debt Management process, DTS sends an adjusting obligation Bigtar¢h@
appropriate accounting system. The steps below occur:

1. DTS transmg the adjusting obligation to the accounting system.

2. The accounting system processes the transactions and transmits a positive or negative
acknowledgemen{POS/NEG AGQKack to DTS. THeOS ACkdicates that the accounting system has
accepted the transaain. TheNEG ACkudicates that the accounting system has rejected the
transaction.

Adjusting Obligation Sent to Accounting

POSINEG ACK

bligation

0

Figure 33: Adjusting Obligation Transactions

Each DTS LOA is associated with a specific accounting system. DTS uses the information in an LOA to identify the
accountingsystem that will receive the obligation. Tabld $rovides a list of the accounting systems.

Table 31: DoD Accounting Systems

DOD ACCOUNTING SYSTEMS

Accounting System Acronym Service or Agency
General Accounting and Finance System GAFS Air Force
Standard Finance System STANFINS Army

Standard Operations and Maintenance Army Researct

and Development System SOMARDS Army

Logistics Modernization Program LMP Army

General Fund Enterprise Business System GFEBS Army

Gepetr.al Fund Enterprise Business Systeensitive GEEBSA Army

Activities

Defense Agencies Initiative DAI DoD Agencigdfarine
Corps

Financial Accounting and Corporate Tracking System Defense Intelligence

FACTS
Agency
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Enterprise Business System EBS Defense Logistics Agency
Electronic Bugess System e-Biz DFAS
Standard Accounting and Budget Reporting System SABRS Navy
Standard Accounting and Reporting SysteFRield Level STARSL Navy
Navy Enterprise Resource Planning Navy ERP Nav_y Navy Research Labs
Marine Corps
Military Sealif Command; FinanciaManagement Navy Military Sealift
MSCFMS
System Command
Defense Industrial FunlanagementSystem DIFMS via .
Air Force
GAFS
. : : Surface Deployment and
Transportation FinanciflanagementSystem TEMS Distribution Command
Defense Emrprise Accounting and Management DEAMS Ai Eorce
System
Financial Accounting Management Information System FAMISCS DISA
Maqagement Information System for International MISIL Navy
Logistics
Navy Systems Management Activity NSMA Navy

3.2.2 Stage 2: $0 Voucher

After DTS receives the positive acknowledgement from the accounting system, it sends a $0 voucher to the
associated disbursing systefrthe dsbursingoffice processes the voucher and sends an advice of payment
(AOP) back to DTS. Disbursirgpaends a copy of the transaction to the accounting system to close out the

obligation. Figure -3 shows this process.

=S

$0 Voucher

Accounting

- o —
—T—

$0 Voucher Sent to Disbursing

(R R

Copy of $0 Voucher

Disbursing

Figure 34: Voucher Sent to Disbursing
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3.2.3 Stage 3: A/R Transaction

When 96 hours have passed after DTS receives the AOP, iRESB8eA/R transaction to the accounting system
to establish the debt. The purpose of the-B6ur delay is to ensure that the $0 vouctsemt bydisbursing to

the accounting system hasnpletime to post in the accounting system. The accounting systemssaR®DS
ACKback to DTDisbursing receivesa@py of the A/R to facilitate the collection of payments. The systems used
in this portion of the process are the same as those listed in@e8t2.2. Figure-3 shows theprocess.

Posting the A/R to Accounting
@ Copy of AIR
DTS POSINEG ACK Disbursing
AIR Transaction
L ‘ < 4

Figure 35: A/R Posteda Accounting

3.2.4 Stage 4: Debt Settlements Actions

The final stage of the Debt Management process is the settlement action that satisfies the debt. The Stage 4
FOGA2Y GKFG 200dzNB RSLISYyRa 2y GKS NI @Sde@ionRexplainy G Sy i
the Stage 4 alternatives and the interactions with systems outside of DTS:

1 3.2.4.1 Traveler Mails a Payment

3.2.4.2 Traveler Makes a Payment Online

3.2.4.4 Debt is Referred to Payroll for Cdilen

1

1 3.2.4.3 Traveler Requests a Waiver or Appeal

1

1 3.2.4.5 DMM Refers Debt to the Out of Service (O0S) Office

3.2.4.1 Traveler Mails a Payment

If the traveler mails the payment directly to the disbursing office, disbursing will process the collection. The
traveler should include a copy of the debtter received from DTS. After the collection is processed, disbursing

will send an AOC to the accounting system and to DTS. If the AOC is for less than the full amount of the debt, the
partial collectionis annotated Figure 36 shows this process.
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Traveler Mails a Payment to Disbursing

Traveler Mails Payment

DTS " .
‘ﬁﬁ — |
R oumins «EA

Figue 36: Debt Settlement Traveler Mails a Payment

¢tKS /5{ 5S04 hFF¥FAOS G4 5C!{ LYRAFYIFILRfAE LNROSaasSa
debt records in DTS and the accounting system. The FACTS Debt Office provides these sdraicderfor
assigned to DIA.

3.2.4.2 Traveler Makes a Payment Online

If the traveler makes a payment online using Pay.gov, the Department of the Treasury will forward a Pay.gov
detail report containing the payment information to the CDS Debt Office. Thé>€BtSDffice will process the
collection and send an AOC to the accounting system and to DTS. If the AOC is for the entire amount of the debt,
the debtisclosed and archived. If the AOC is for less than the full amount of the delathal collectionis

annotated Figure 37 shows this process.

Traveler Makes a Payment on Pay.gov

Traveler Makes Payment on Pay.gov

Pay.gov Detail Report ' Department of
the Treasury
Disbursing

Accounting

i
hg»‘a DTS

Figure 37: Debt Settlement Traveler Makes a Payment Online

The Deposit Team at the Department of the Treasury and the CDS Debt Office at DFAS Indianapolis are
associated with this part of the process.
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3.2.4.3 Traveler Request a Waiver or Appeal

The Components determine the applicable processes and officegaivers. Refer to local or Component
Business rules to determine the applicable office.

If the traveler requests a waiver to an outstanding debt, EdM will enter the waiver request in the DMM
Gateway. The Debt and Claims Management Office (DCMO) at DFAS Indianapolis handles all waivesmdquest
response activities outside of DTS.

The DCMO may approve, deny, or partially apprineevtraiver.For anapproved waiverequest, follow the
guidelines set forth in Section 5Bor a denied or partially approved waivequest the traveler can request an
appeal of the decision to the DCMO, which will forward the request to the Defense Office of Hearings and
Appeals (DOHA). Tlappealrequestprocess occurs dside of DTS. See Section 5.3.1.

Other external offices may be involved in this part of the process as determined by local business rules.

3.2.4.4 Debt is Referred to Payroll for Collection

There are tw@rocesses for the referral of debt to payroll for collection. The typical process applies to all DoD
travelers except members of the&Marine Corps (USMC). The Marine Corps uses a separate, automated

process. DTS initiates the collection process by asi 1 KS AYF2NXYF GA2Y Ay (GKS (NF @8
0N} @St SNR&a /2YLRYSyYydG yR adl Gddzao

See the appropriate sectiaas listed below:

1 5.4.1All travelers other than members of the USMC
1 5.4.2USMC travelers

In this first process, you will refer tliebt to payroll for collection. DTS sends an encrypted email to the payroll
system. The external systems used in this part of the process are:

71 Defense Civilian Pay System (DCPS). All DoD civilians
1 Defense Joint Military Pay System (DJMS). All militarplmees not serving in the Marine Corps

The Marine Corps uses an automated dptuicess. The only external system used in this part of the process is
the Marine Corps Total Force System (MCTFS). When you use the DMM Gateway to mark tHeUWécord
PROCESSFR¥#EDDTS sends a notice of collection (NOC) transaction to MCTFS. MCTFPSERdeCK
transaction back to DTS.

Collection action begins once the NOC is load&lMCTFS. The collection gde<CDS. CDS processes the
collection and sends an AOC to thplcable accounting system and to DTS. If the AOC is for less than the full
amount of the debt, the partial collectias recorded Figure 38 shows this process.
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Legend

DoD Process {except USMC):
USMC Process:

Collection From Payroll: s .«

AOC From Dishursing: s o o o—

1
.E ncrypted
Email

b

Payroll Collection Process

POS ACK
NOC

Figure 38: Debt Settlement:

Debt is Referred for Payroll Collection
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Chapter 4. DMM Tools in DTS
Ly 2NRSNJ G2 YIylI3S RS6G NBO2NRa F2NJ Ly 2NBFYATFGAzZY
are accessible fromth®@ ¢ { 5 A Ko 2 I NR Qriend (RgUe f)A & G NI G A2y

1 Debt Management ToolAllows the DMM to initiate all debtelated actions. You can only see debt
information for travelers in the group to which you have group access.

1 Report SchedulerProvides the ability to run the Debt Management report. Your organization access
determines which documents will be included whenming the Debt Management report.

System Status: @ EWTS v

(= 9
Defense Travel System B | @ Helendwest v

Home Trips v Travel Tools v Message Center

!
g
i Administration Reports :
2% mini ior |||I er

Trips Awaiting Action udget Tool Report Scheduler &' DTA Maintenance Message Center
Tool

DTA Maintenance Tool &

,-;s/' Debt Management
=

My Travel Docul Debt Management Tool 7 g

Your upcoming, current, and cc Delegate Authority \

Document Unlock Too

Self Registration Administration

Figure 41: DTS DashboargAdministration Menu

4.1 Debt Management Report

DTS allows you to generatébebt Managementeport from theReport SchedulerThis report helps you
monitor complance with regulatory guidaecSe theDTA Manual, Chapter X6r details on running this
report.

The report displays:

T Traveler information
Travel authorization number (TANUM) and document name
Datespertaining to age of the debt

Dollar amount of the original debt and the amount remaining after the last offset

= =4 -4 -

Last offset action

 Other relevant information

ADUE USlocument appears on thBebt Managementeport for 30 days after the debt is satisfiedhelLast
Offset Dateresets to the date on which you requested a waiver or appeal or DTS recorded a collection.

When you request a Debt Management report through BiEReport SchedulerDTS reschedules the repoot
generatewhen user activity ildDTIs bw. DTS sends an email to the requestor when the rep@vtaslable. The
Debt Management reporfiormat is viewableusing Microsoft Excel or similar programs. You can request the
report to be run with the debt history (Figure2), which provides a row farach action that has been taken
against the debt, or without the debt history (Figur&i
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A B C D E F G H | J K L M N
1 |Title Report: Debt Management
2 |Report Run Date: Monday September 19 09:30 EDT 2022
3 | Search Criteria:
4 |Organization=DTMQO-TRAINING IncludeDebtHistory=Y  Include Sub Orgs=Y
5
Traveler Traveler Orginal
Traveler Traveler Middle Document Date Debt Notified of Amount Offset Balance
6 |Organization Last Name First Name Initial S5N TANUM Name Incurred Debt of Debt  OffSet Date Last Offset Action  Amount  Due
7 |DTMO-TRAINING Cruz Jace T ****%Q583 001HYK JCFTCAMPBE 3/25/2022 3/25/2022 $205.00 4/24/2022 DUE US $205.00 $205.00
8 |DTMO-TRAINING Cruz Jace T *rxxwg583 O001HYK JCFTCAMPBE 3/25/2022 3/25/2022  $205.00 4/24/2022 POS ACK RECEIVED $205.00 $205.00
9 |DTMO-TRAINING Cruz Jace T **rrrg583  001HYK JCFTCAMPBE 3/25/2022 3/25/2022  $205.00 4/24/2022 DUE PROCESS SERVE  $205.00 $205.00
10 |DTMO-TRAINING Cruz Jace T *HARAQ583  001HYK JCFTCAMPBE 3/25/2022 3/25/2022  $205.00 4/24/2022 WAIVER REQ SUBM 5205.00 $205.00
11 |DTMO-TRAINING West Eric T *H*¥*Q743 001ZL  EWQUANTIC 7/29/2022 7/29/2022  $92.30 8/28/2022 DUE US $92.30
12 |DTMO-TRAINING West Eric T **X¥XQT743 001ZL  EWQUANTIC 7/29/2022 7/29/2022 $92.30 8/28/2022 POS ACK RECEIVED $92.30
13 |DTMO-TRAINING West Eric T wwwwkg7A3 001ZL  EWQUANTIC 7/29/2022 7/29/2022 $92.30 8/28/2022 DUE PROCESS SERVED $92.30
14 |DTMO-TRAINING West Eric T *rwwwg743 001ZL  EWQUANTIC 7/29/2022 7/29/2022 $92.30 8/28/2022 PAY COLLECTION RE $92.30
Figure 42: Debt Management Report with History
A B C D E F G H | J K L M N
1 Title Report: Debt Management
2 | Report Run Date: Monday September 19 09:30 EDT 2022
3 | Search Criteria:
4 |Organization=DTMO-TRAINING IncludeDebtHistory=N Include Sub Orgs=Y
5
Traveler Traveler  Orginal
Traveler Traveler Middle Document Date Debt  Notified of Amount Offset Balance
6 | Organization Last Name First Name Initial SSN TANUM Name Incurred Debt of Debt  OffSet Date Last Offset Action Amount  Due
7  DTMO-TRAINING Cruz Jace T **¥¥*9583 001HYK JCFTCAMPBE 3/25/2022 3/25/2022  $205.00 4/24/2022 WAIVER REQ SUBM $205.00 $205.00
8 DTMO-TRAINING Jones Kim T **¥¥*4106 001HYN KINORFOLK  6/19/2022 6/19/2022  $465.00 7/18/2022 DUE PROCESS SERVED $465.00
9 | DTMO-TRAINING West Eric T *Hkx%9743 001ZL  EWQUANTIC 7/29/2022 7/29/2022 $92.30 8/28/2022 PAY COLLECTION RE $92.30

Figure 43: Debt Management Report without History

4.2 DMM Gateway

DMMs access the DMM Gateway by selectingiedt Management Toobnthe5 ¢ { 51 8 Ko 2 NRQa
Administration menu line (Figure-4). The DMM Gateway (Figuredprovidesaccesgo payments, coéictions,
waivers/appeals, and allows DMMsitatiate all actions oDUE U$Slocuments.

%DefenseTravelSystem m Due Process Debt Lookup  Action Required  Awaiting Response  All Debt

A New Era of Government Travel

Current Date: 01

The following functions are available to the Debt Management Menitor in support of the DTS Debt Processing

Due Process  Presents a list of all newly approved Due U.S. vouchers for which the travelers have not yet been advised of their Due Process
Rights
Debt Lookup  Allows the DM to locate a specific Due U.S. Debt Item for status, action, or processing
Action Required Presents a list of Due U.S. Debt ltems requiring some DMM action

Awaiting Presents a list of all Due U.S. Debt ltems processed by the DMM which are waiting for a response from outside of DTS
Response

All Debt Presents a list of ALL Due U.S. Debt ltems for the DMIM's organization, regardless of the status of those items

Use the navigation bar at the top to access the section you want to work with. Select "Close Window" at the top to exit Debt Monitor Maintenance

Figure 44: DMM Gatevay
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The links on théavigationBar allow you to display a filtered list &fUE U%ips as described in Table4
Table 41: DMM Gateway Link Descriptions

DMM GATEWAY LINK DESCRIPTIONS

Link Name Link Description

Locates and displays all apped DUE US documents for which DMMs have not

Due Process confirmed that travelers have been advised of their due process rights.

Locates and displays a particular debt based on the following search criteria:
Debt Lookup G0N} @St SNna {20Af { 80 depahidation; yraveYsutBaxidatiod
number (TANUM); or document name.

Action Required Locates and displays all debts for which DMM intervention is required.

Awaiting Locates and displays all debts that are awaiting response from sourcesaxte
Response DTS.
All Debt Locates and displays all debts to which the DMM has access.

4.2.1 Due Process

You cannot take any action against a debt until the document bearBtHEPROCESS SERSENp.
Therefore, until the document receives tBRJEPROCES&RVEBtamp,Due Processs the only link that
displays. AOGseneratefrom the disbursing system to update the document, Batyroll Collectiorand
Waivers/Appealswill not be available options.

Note: DTS automatically applies tilBJE PROCESS SERf&bpto USMC documents that are in debt. See
Section 5.4.2.

Beginning on th®MM Gatewayscreen (Figure-4), use the steps below to stamp a voucB&yE PROCESS
SERVED

1. SelectDue Procesfrom the NavigationBar. TheDue Processcreen displays (Figure5}. This screen
lists all approvedUE USouchers that have not had tHeUE PROCESS SERaf&Dp applied. You
should confirm that the AO has informed the traveler of the debt, and inform the traveler of their due
process rights before applying the stamp.
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Home Debt Lookup  Action Required  Awaiting Response  All Debt

Defense Travel System

A New Era of Government Travel
Current Date:
Show entries
Traveler QOrginal Balance Days Since
Category Name CiviMil Document Name Debt Due Last Action Last Action
Due Eric OftC M EORICHMONDVA110419_V04 873.00 873.00 DUE US 1049
Process
Due Dawn Sysreg M DSTAMPAFL 073021 V02 31.90 31.90 DUE US 445
Process
Due Yi Sysreg M YSCHICAGOIL031422 V01-01 891.50 891.50 DUE US 232
Process
Showing 21 to 23 of 23 entries Previous 1 2 Next

Figure 45: Due Process Screen
2. Chooséhe link on theappropriate document. ThBebt Detailsscreen opens.

3. SelectDue ProcessDTS displays theonfirmation of Due Process Servedreen (Figure-8).

Figure 46: Confirmation of Due Process Served

4. SelectOK ChoosingdoKacknowledges that due processs served to the traveleDTS applies theUE
PROCESS SERHMNp to the most recent voucher associated with the debt.

After completing his action the Due Processption will no longer display on theebt Deails screen for this
debt; however, the options shown below will be available:

1 Manual Collection Used to track payments made by the traveler when no AOC is returned to DTS
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